Office of Shared Accountability
MONTGOMERY COUNTY PUBLIC SCHOOLS
Rockville, Maryland

January 27, 2015

MEMORANDUM
To: Dr. Joan Benz, Principal
Winston Churchill High School
From: Roger W. Pisha, Supervisor, Internal Audit ﬂa/i"/ o~
Subject: Report on Audit of Independent Activity Funds for the Period

September 1, 2013, through December 31, 2014

Independent Activity Funds (IAFs) of Montgomery County Public Schools (MCPS) are
established to promote the general welfare, education, and morale of students as well as to
finance the recognized extracurricular activities of the student body. Principals are the fiduciary
agents for the IAFs charged with determining the manner in which funds are raised and
expended for activities such as field trips, admission events, and fundraisers. They are
responsible for ensuring that IAFs are administered in accordance with MCPS policies,
regulations, and procedures.

IAF audits are conducted regularly to evaluate compliance with MCPS policies, regulations, and
procedures, and to review processes for continuous improvement. Generally accepted audit
procedures guide the work of the auditors who examine samples of IAF records and financial
accounts selected from documentation of various activities to verify their accuracy as well as to
assess the effectiveness of financial control procedures. An IAF audit does not review every
transaction or school activity but seeks to provide reasonable assurance that there is compliance
with MCPS policies, regulations, and procedures, and that any significant errors or omissions in
the financial records are detected.

In our meeting on January 22, 2015, with you, Ms. Lisa Wellek, business administrator, and
Mrs. Lynn Besch, financial specialist, we reviewed the status of the conditions described in our
prior audit report dated January 24, 2014, and the status of present conditions. This audit report
presents the findings and recommendations resulting from our examination of the IAF records
and financial accounts for your school for the period designated above.

Findings and Recommendations

MCPS Form 281-53, Restricted IAF Purchases, specifies what type of purchases require chief
operating officer (COQ) approval to commit IAF funds. During our review of disbursements, we
again found that prior written approval of the COO was not always on file for contracts greater
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than $7,499 and other procurements of $7,500 or more. Also, the Procurement Unit did not
negotiate the purchase of used equipment (see MCPS Procurement Manual, p. 22). We
recommend use of Form 281-53 when appropriate to ensure compliance with MCPS
procurement requirements. To attain appropriate approval and control, we further recommend
any purchase of equipment be coordinated with the MCPS Procurement Unit and any contract

for field maintenance be secured through an MCPS purchase order (see MCPS Financial Manual,
p. 20-7).

All equipment acquired by a school whether by gift or by purchase becomes the property of
MCPS (see MCPS Financial Manual, p. 20-15). MCPS Regulation EDC-RA, Control of
Furniture and Equipment Inventory, provides guidance for adjusting the school inventory to
account for property acquisitions and disposals. We again found several items of equipment
were acquired using IAF that were not added to the MCPS inventory and affixed with barcodes.
We recommend appropriate staff become familiar with property control compliance procedures.

Fund-raising at the school must conform to the Guidelines for Sponsoring an Independent
Activity Fund Fund-Raiser. Although sponsors are submitting a fund-raiser request form for
your approval to conduct an activity, they are not always submitting a completion report that
indicated items available for sale so that results could be evaluated. A completion report for an
activity involving the sale of items should include the total number of items for sale and cost of
each, selling prices, and any remaining inventories to determine whether all sums collected were
remitted to the financial specialist. Following internal control procedures provides for
accountability of funds raised as well as the opportunity to evaluate the results at the conclusion
of the activity.

Sponsors of field trips should have a complete class or club roster of student names to annotate
the amount each student paid, date paid, eligible students who did not participate in the trip, and
students who received waivers, scholarships or reduced fees. This data should be provided to the
financial agent at the completion of each trip, and compared to remittances recorded in the trip
account history report. We found that not all sponsors are providing completed data at the
conclusion of each trip, and that data is not being reconciled to the final account history report.
We recommend trip sponsors use MCPS Form 280-41, Field Trip Accounting, or its equivalent,
for recording of trip fees and provide complete data at the completion of each trip (see MCPS
Financial Manual, p. 20-10).

Summary of Recommendations

e Obtain COO approval for purchases over $7,500, and Procurement Unit coordination for
purchase of used equipment (repeat);

e Furniture and equipment control must comply with MCPS Regulation EDC-RA (repeat);
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e Fund-raiser completion reports prepared by sponsors must provide sufficient information
to analyze results; and

e Field trip records prepared by sponsors must provide comprehensive data to account for
all students eligible to participate, and to reconcile funds collected with costs of the trip.

Other matters were discussed and satisfactorily resolved. We appreciated the cooperation and
assistance of your staff. In accordance with MCPS Regulation DIA-RA, Accounting for
Financial Operations/Independent Activity Funds, please provide a response to the Internal
Audit office within 30 days of this report, with a copy to Dr. Christopher S. Garran, associate
superintendent of high schools. The Office of School Support and Improvement will follow up
on this audit.

RWP:MJB:sd

Copy to:

Mr, Bowers
Dr. Navarro
Dr. Statham
Mr. Sanderson
Dr. Garran
Mrs. DeGraba
Mrs. Milwit
Mrs. Chen



Binston Churehill Bigh School
11300 Gninghorangh Boal
Potomac, Mavplant 20854
301-469-1211

January 28, 2015

To: Dr. Christopher S. Garran, Associate Superintendent of High Schools

From: Dr. Jean C. Benz, Principal 0

Subject: Response to the Report on Audit of Independent Activity Funds for the Period
September 1, 2013, through December 31, 2014

This response addresses matters raised in the Report on Audit of Independent Activity Funds for
the Period September 1, 2013, through December 31, 2014. We appreciated the opportunity to '
meet with the team representing the Department of Reporting and Regulatory Accountability.
Please find the report as follows:

All finding have been addressed either while the Auditors were here or immediately afterwards.

Obtain COO approval for purchases over 57500, and Procurement Unit coordination for purchase
of used equipment. All purchases over $7500 and used equipment purchases will be reviewed
by the School Business Administrator and forwarded to the COOQ for approval Once approved,
documentation will be attached to purchase as support.

Furniture and equipment control must comply with MCPS Regulation EDC-RA. New items are
being purchased through FMS, which automatically barcodes the necessary items and updates
the school inventory. Non-FMS purchases that need to be added to the school inventory will be
forwarded to Supply and Property Management upon receipt of items to ensure compliance with
regulation.

Fund-raiser completion reports prepared by sponsors must provide sufficient information to
analyze results. Sponsors have been instructed to submit fundraiser completion reports with
accurate analysis information. SBA reviews and discusses analysis with sponsor when submitted.

Field trip records prepared by sponsors must provide comprehensive data to account for all
students eligible to participate, and reconciles funds collected with the cast of the trip. Sponsors
have been instructed to use Field Trip spreadsheet provided by the Business Office. Field trip
records are reconciled by SBA to ensure funds collected match costs of trip.



08ES IS DSUN O npny rutsiuy oy o fuss aq 0p st uvyd pasosddo sy fo £dod v :z30N

*di11) J1[) JO 3502 AN} Y)Is PIgII0d
Spun} sa[uedsdx pus ‘edonred
+dLI) JO SJ560 YO)EM Padfjoo 0} 9[qIST[o SHmIPNIS [f8 J0J
puDJ 2INSUI 03 YHES AQ POTIdU0aI a18 sprodar diy JENOOE 0} B)Bp 2Alsuagardurod
*a0TJ() SSIWISnE A1) W o[ "o duy pjag | ppRIY eeg ssemisng 2} Aq papraoxd jaegspeaads apiacad jsnm stosuods
3day] 3q s UOPBIUSHNIO(F Jodosg | o1 Jo sABP P UIIA | LI PPLI O 350 0] POJINL)SHI BIS] 4By srosuods Aq poaedoxd spaosas diny ppeig
“JuBdEod-10U UTBIHA JEI} S10Suods
0] poruap a¢ [[1 ‘uopisod puadns Jo [BAITAI
10 ‘sIasfeapuny aanjnj Jfej sysanboy “mendmes jou
J1 xosuods 0] VS puB SAS Aq JUSS 3¢ J[1As SIdPOU *s)msal JZAEnE
JOPUIHYY “JISTE.IPUR] JO I80[0 3Y) Jo sABp ] | 0} UOHETULIONHE JUINIYFNS dPIAGKd
'spr0das wonopdmoed ‘nopopdmos Jasied |  TOIPIA sISAjune i jrodea wonerdmos JasTerpuny jsnm siosuods Lq poredoad
JIISTRIpUN] IR0 pofiy Ajiadoxy | -pung jo siep HT WA oY} MIUGNS 03 PIJINIISUT UG dA8Y sTosuodg spiedos wopopdumod Josmi-pumyg
“ma)y oy3 wo Surpwadap §SIT PUE VS Aq oU0p
aq [ ST, *swmoy Jo jdioder nodn yusmabeneyy
f3a0doag pre Ajddng 03 popresLIo] o4 [[is ST
SIALI-uoN *AxojusAuy sajepdn pue swajl sapodieq V¥-O@F uonemang
Ajpeonyemoine YoRjs ‘SIAL §anony) pesegoind SEDW Pia Ajdmod ysnm
101 UIAW] I)BINIOV JIOTA] pop3du s ‘Su[03-uQ Suaq mou aue aammang pue jueomdmba 3soyy | jopwoeo Jusmdmbs pue sanyruan §
*pRjelatss
st yuonnded aiojaq AJLIaA [jLm Jsperdadg eouswly |  juamdmbs pasn jyo eserarnd soy
DG SSIESRY U [} uUo joodg “Bacadde 20 OO 1P 0) ppIeAIo] pUB TWOTJRUIPI00I JTHU[) JHIMAINIOEJ
uonerEamMIOp Joddns m pagseye JOJRIISMIIUPY SSOUISIY [00YOS oY) AQ PIMILAT Puv ‘gosL$ Foa0 sosegdand
axe paseyaand pasexdde QD papseu se ‘SmosS -xQ | aJejuomdmbo posn pur (ps.S I9A0 saseqaind v a0} [eacsdde Q) weIqO
wonadmo)) Jo SIUIPIAF UL, dqisuodsay (s)uosiag puy podoy [EronEUL] §,[007dS JO
uopnjosay jo uondrrasa(q SUOREPUIWTOINY] pue sSuIpuLy

syuepuajuLiadns ojerdesse Aq pescaddy

\\h. ] \ 1 N Nl spescadds jo sye(q
zuag "D weop "i( ;fedpuLig

10070 YSIH MMIINYD) UOISWIAY JO0FIS

R[J UOHOY JUdmISRuB]A [ROSLY



